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Overview

Overview

FirstClass Education Edition (FirstClass) is an easy to use,
advanced communication and information system that
integrates Internet mail and services with group conferencing,
access to existing corporate databases, forms processing, real-
time discussions, and online communications functions. Because
FirstClass takes care of modem and file transfer protocols
automatically, remote access is as easy as network access.

Depending on your objectives, you may be interested in

developing add-on applications for FirstClass systems. You can

use a variety of different Centrinity tools to achieve this end,

including: 1

» Database Toolkit
 Client Extension Toolkit
» Gateway Toolkit

« FirstClass Rapid Application Developer.

You can find these toolkits on your CD-ROM, and/or the latest
versions on Centrinity’s web site.

About this book

This book explains the procedures involved in planning, creating
and maintaining a FirstClass server environment. The book is
partitioned into the following five sections:

* Introduction

This section provides conceptual information about the
FirstClass product and the administrator’s role.

 Installing and configuring FirstClass

FirstClass 7 Administrator's Guide Education Edition 3



About this book

4

Introduction

This section provides requirements and instructions for
installing the various FirstClass components. It explains how
to configure your system, making it ready to be customized
for your needs.

 Planning your FirstClass environment

This section provides conceptual information about the
foundations your FirstClass system will be built upon: groups,
organizational units, privileges, Directory filtering, and Model
Desktops.

» Creating your FirstClass environment

This section provides detailed information about adding the
objects to your FirstClass system that will help you create a
unique environment that meets your organizational needs:
user groups, conferences and conference groups, group and
resource calendars, users, gateways to other FirstClass
systems, and multiple volumes.

e Maintaining your FirstClass server.

This section provides the information required for day-to-day
operation of your FirstClass server: the Server Monitor, using
log and statistics files, backups, restores, and selective
restores.

FirstClass 7 Administrator’s Guide Education Edition provides a
walkthrough of a simple system for an example school called
Avalon Academy. Avalon Academy is a private school providing
a variety of innovative educational opportunities. It prides itself
on its use of technology and on the combination of sound
business and pedagogic principles upon which it is based.

You might find it useful to follow along in the creation process.
You can use this book as a simple tutorial, following the
procedures and creating your own copy of the Avalon Academy
system. If you do so, you will end up with working versions of
key features and the experience of having created them. If you
prefer a different configuration, you can always delete the
objects you created.This is a simple setup created for illustrative
purposes. While it should help you understand some of the
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Overview

principles involved in setting up a FirstClass system, it will not
provide you with a fully developed system.

For detailed how-to descriptions of features and forms, see our
online help.

This book is meant for FirstClass administrators responsible for
maintaining a FirstClass server and Internet Services on Mac™
OS or Windows® platforms. For information on planning,
creating and maintaining Internet Services, see FirstClass
Internet Services Administrator’s Guide. For information about
FirstClass Voice Services, see FirstClass Voice Services
Administrator’s Guide.

This book is essential for administrators planning a new system
or introducing a new feature to an existing system.

You should be familiar with the capabilities and terminology for
your:

* FirstClass software (including server, client, Internet Services, 1
Voice Services (if applicable), and additional components)

* Mac OS or Windows operating system
 expansion cards

* Palm Computing® Connected Organizers (organizers,
handhelds, or devices) if applicable

» network protocols

 peripherals such as modem, CD-ROM, printer, hard drive,
tape drive and diskette drive.

Each level of menu items is separated by >. For example, the
Clear item under the Edit menu is shown as Edit > Clear.

Text in italics represents variables for which you must type your
own value.

FirstClass 7 Administrator's Guide Education Edition 5
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New in this release
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Introduction

Support for organizational units

Using FirstClass in a multi-tenant environment
Enhanced calendar functionality

Expanded batch administration functionality

Enhanced out-of-the-box FirstClass post office, including
changes to the standard user groups structure

Enhanced Internet Services functionality and templates

Personal Mailbox permissions control for all users, or to be set
using batch administration

Full functional mail rules for the administrator’s Mailbox

Online licensing.



Administrator tasks

Administrator tasks

You can use the administrator account to send and receive mail
in your official capacity as administrator. To avoid data loss, we
recommend that you add a personal user account for yourself for
day-to-day use, and use the administrator account only for your
official duties as administrator.

You can share your administration responsibilities, if you wish.
For more information, see “Subadministrators” on page 11.

Your responsibilities as administrator

Installing and
configuring FirstClass

The icons on the administrator’s Desktop represent most of the
functions you will perform in your FirstClass system. For
information about the special objects on the administrator’s
Desktop, see “The administrator’s Desktop” on page 40. Don’t
forget, however, that you have several other responsibilities not
represented by those icons. As FirstClass administrator, your
responsibilities fall into the following four categories:

« installing and configuring the FirstClass server, and its
required components and modules

 planning your FirstClass environment
 creating your FirstClass environment

e maintaining your FirstClass environment.

The initial installation and configuration of your FirstClass
server is a quick and straightforward process. Installing and
configuring FirstClass and its components and modules involves
the following tasks:

« installing the FirstClass server, client, and Internet Services

FirstClass 7 Administrator's Guide Education Edition 7
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Planning your FirstClass

environment

Creating your FirstClass

environment
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Introduction

This is described in Chapter 4, “Installing FirstClass”.
If applicable, installation instructions for Voice Services is
described in FirstClass Voice Services Administrator’s Guide.

 configuring the FirstClass server

This is described in Chapter 6, “Configuring your system”.

» adding user licenses and additional required connection
services

This is described in FirstClass Tools Reference.

« distributing FirstClass to users.

This is described in “Installing the FirstClass client” on
page 34.

The first step in creating your FirstClass online environment is

planning. You need to plan your environment so it will be easy
for users to work together securely in an interactive way. When
planning, you must consider who your users are, how they will
interact, and what types of information they will communicate
between each other. Planning a secure, easy-to-use environment
involves the following tasks:

 understanding privileges and groups and how to classify users
in your FirstClass environment.

This is described in Chapter 7, “Understanding groups,
organizational units, and privileges”.

» understanding Directory filtering and applying effective
Directory filters to the group structure you planned in the
previous task to create a secure environment

This is described in Chapter 9, “Understanding Directory
filtering”.

 understanding Model Desktops and planning and creating
effective Model Desktops for your group structure

This is described in Chapter 8, “Understanding Model
Desktops”.

Once you have planned your environment and used groups,
privileges, Directory filters and Model Desktops to ensure you



Administrator tasks

have planned a secure FirstClass system, you will be ready to
populate your collaborative environment and then think about
expanding your FirstClass system. Creating your FirstClass
environment involves some or all of the following tasks:

 using batch administration to populate your FirstClass
environment (if necessary)

This is described in Chapter 10, “Using batch administration”.

 adding conferences, conference groups, group and resource
calendars, and users

This is described in Chapter 12, “Adding conferences and
conference groups”, Chapter 13, “Using group and resource
calendars”, and Chapter 14, “Adding users”.

» adding gateways to other FirstClass servers and modules (if
necessary)

This is described in Chapter 16, “Adding gateways”.
* partitioning your FirstClass server into multiple volumes (if

necessary) 2

This is described in Chapter 17, “Working with multiple
volumes”.

* creating a customized settings document and distributing it to
users (if necessary)

This is described in FirstClass Designer.

 creating forms and stationery (if necessary)

This is described in FirstClass Designer.

» customizing web templates (if necessary)

This is described in our online help and in FirstClass Internet
Services Administrator’s Guide.

e administrating Voice Services (if necessary).

This is described in FirstClass Voice Services Administrator’s
Guide.

Maintaining your FirstClass server maintenance involves performing a set of tasks
FirstClass environment ¢ are quick and simple to do, but can save you many hours of
worKk if there is an unexpected emergency. These tasks are:

FirstClass 7 Administrator's Guide Education Edition 9




Checking the administrator’s email

monitoring your system using the Server Monitor, the Session
Monitor and the various statistics and log files automatically
generated by the FirstClass server

This is described in Chapter 18, “Monitoring your system”.
understanding trash collection

This is described in Chapter 19, “Trash collection”.
performing regular server backups

This is described in Chapter 20, “Backing up your server”.
restoring your FirstClass system in case of emergency

This is described in Chapter 21, “Restoring your post office”.

selectively restoring objects in your post office using the batch
administration Export command as required

This is described in Chapter 21, “Restoring your post office”.

Checking the administrator’s email

10

Introduction

When certain events occur, FirstClass sends a message to the
FirstClass administrator. These events include:

failure to reset a modem after 50 attempts
gateway problems

autoregistration of a new user

gateway license conflicts

duplicate aliases

mirror failures

messages regarding exceeding text-to-speech licensing limits
for FirstClass Unified Communications customers.

You should log into the administrator account regularly to check
for mail. The frequency you choose will depend on your system
configuration and size.

If you wish, you can set the preferences for the administrator’s
account to forward mail to your personal account. To do so,
choose Edit > Preferences > Messaging > Mail Rules >



Administrator tasks

Automatically forward and enter your personal account user
name.

Subadministrators

Subadministrator
restrictions

As administrator, you have to perform many tasks to set up and
run your FirstClass system. While you are starting out, you may
want to perform all these tasks on your own. Later on, however,
you may want to share these responsibilities by adding
subadministrators.

You can even add a subadministrator account for yourself, under
a different name. You might find this useful if you want to work
in the system without appearing in Who’s Online as
“Administrator”.

Note If you are using FirstClass client software from an
earlier release than your FirstClass server, upgrade
your client software. To log in as a user with
administrator privileges your client software must
be from the same release as your server.

Although subadministrators can perform many administrative
functions, they are limited in several ways:

* A subadministrator has access to the administrator menu but
not to the administrator’s Desktop.

* A subadministrator cannot change the administrator’s
account or assign administrator privileges to other users.

* Only the administrator can turn off the Secure All Desktops
feature.

» Some batch administration commands can be issued only by
the administrator.

* A subadministrator can use batch administration only with a
password designated by the administrator. (The
administrator can use batch administration without a
password.)

FirstClass 7 Administrator's Guide Education Edition 11




Subadministrators

Creating
subadministrator
accounts

Sub Admin folder

12 Introduction

You can assign subadministrator privileges to all members of a
user group, or to an individual person. For information about
user groups, see Chapter 7, “Understanding groups,
organizational units, and privileges”.

The default FirstClass post office contains a pre-configured user
group called Sub Admin. This group is in the Configuration
Groups section of the Groups folder on the administrator’s
Desktop. To give a user subadministrator privileges, simply
make the user a member of the Sub Admin group. This will add
the Subadministrator and Does not expire features to the user,
which gives him the ability to perform most administrative tasks,
and guarantees that his account will not expire. Adding a user to
the Sub Admin group will add the Sub Admin folder to the user’s
Desktop, giving him all the privileges required to perform his
duties as subadministrator.

The following is what the subadministrator will see when he
opens the Sub Admin folder:
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Adding additional
security

Finding existing
subadministrators

Administrator tasks

This folder contains all of the objects on the administrator’s
Desktop that a subadministrator requires. Objects that exist only
on the administrator’s Desktop are the administrator’s Mailbox
and Address Book, the hard disk folder, the FC Resource
Registry folder, the Gateways folder, and the Multi-site setup
folder. These objects contain passwords to perform the functions
associated with them and have been left off. If you want to
include any of these objects in the Sub Admin folder, do the
following:

1. Select the object you want to add to the Sub Admin folder.
2. Choose Collaborate > Add to Desktop.

3. Drag the copy of the object into the Sub Admin folder and
arrange it where you like.

Note You can delete any object, or add any objects in the
Sub Admin folder, as required.

Subadministrators can see everything on the system. Their view
of the Directory cannot be filtered. However, there are ways to
make access more difficult.

To add some additional security, you can remove two objects
from the Sub Admin folder: the Groups and General Conferences
folders. This way, subadministrators cannot readily see
confidential conferences (like management and human
resources areas). However, they can still see these objects using
the List Directory function available to all subadministrators.

Additionally, subadministrators do not have the authority to
change the Secure field on the Group Privileges or User
Information forms, nor do they have the authority to user the
EXPORT command to retrieve conference or Mailbox items.

There are two ways to find existing subadministrators:

* If you created a subadministrators by adding them to the Sub
Admin group, simply search the Directory to list all members
of that group.

FirstClass 7 Administrator's Guide Education Edition 13
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DISKUSE.TXT

To find users who have the subadministrator privilege
selected on their User Information forms, view the Disk Usage
report (double-click Reports, then Statistics Folder, and
choose DISKUSE.TXT). The last field describing a
subadministrator contains an “A” (this report will only show
those users who were specifically granted the
subadministrator privilege on their User Information form,
not those who are granted this privilege through group
membership).

B DiskUse. ixt

File Edit Format Message Collaborate ‘Wiew Admin  Help

A |B |c =[o [E |F |G PS
bgreen o 1] 1] 1] a

BStenweart L o o o a
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Introduction

Note Hold down the Shift key while opening the report to
open it with the table manager. Then click on the
column header to group all the As together.

In this Disk Usage report, for example, user jgerb has
administrator privileges. For more information about the Disk
Usage report, and the meaning of the fields, see our online
help.
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FirstClass server concepts

Before you can begin working as an administrator, you must
understand the structure of the administrator’s account and how
users communicate with your server.

In this chapter, we will discuss:

* how users communicate with the server

» how sessions work

» how users connect to your system

» how to organize people and communications on your system

» how gateways can expand your FirstClass system. 3

How users communicate with the server

Users can communicate with your FirstClass server and access its
features in a variety of ways: over a network using TCP/IP, IPX,
or AppleTalk, over the telephone system using modems, over the
Internet using a variety of Internet protocols, and, if you are a
FirstClass Unified Communications customer, over the
telephone using Voice Services and its associated hardware and
software. Taking this into consideration, you should remember
a few things:

* These communication methods are all optional. You only
need to configure your system for the methods you actually
intend to use.

* Internet Services requires TCP/IP. If you do not install TCP/IP
you will not be able to run Internet Services and users will not
be able to access your server over the Internet. For informa-
tion about Internet Services, see FirstClass Internet Services
Administrator’s Guide.

FirstClass 7 Administrator's Guide Education Edition 15



Understanding sessions

» Regular users can have the option to work offline using
FirstClass Personal. For complete details, see our online help.

» Voice Services requires additional hardware and software to
enable users to connect to the server by telephone. These are
explained in detail in FirstClass Voice Services Administrator’s
Guide.

Understanding sessions

When users log into your FirstClass server, they use sessions.
Each login is one session. The session type a user uses depends
how she logs in. If a user uses a modem to access the server, she
will use a modem session. All other access methods use network
sessions.

Network sessions Network sessions are used by every user who logs into your
system, except by those who log in using a modem. Any user
logged into your FirstClass server will use a network session for
as long as they are connected. Network sessions are configured
by you and are limited by the following factors:

 your hardware capacity
 the amount of memory you have

* the type of licence you purchased:

Regular licenses allow up to 250 concurrent sessions. If you
require more network sessions, you should have the MP
option.

For minimum and recommended requirements, see “Installing
FirstClass” on page 29 and FirstClass Tools Reference.

For information about configuring network sessions, see
FirstClass Tools Reference.

Modem sessions The number of modem sessions is simply the number of modems
available. A modem session is the way in which you configure
the modem to work with the FirstClass server. When a user logs
in remotely through a modem configured on the FirstClass

16 Introduction
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server, he will be using a modem session for as long as he is
connected to the modem.

For information about configuring modem sessions, see
FirstClass Tools Reference.

Understanding how users connect

There are two classes of user: Regular and Remote. When you
add a new user, you define the class on the User Information
form. For more information about adding users, see Chapter 14,
“Adding users”.

Users configured as Regular users require regular user licenses.
You can only add as many Regular users as you have regular
user licenses. When using FirstClass in an education
environment, students and staff must be Regular users. You can
buy additional Regular user licenses at any time.

Users configured as Remote users require session licenses. You

can add as many Remote users as you wish, but the number that 3
can log in concurrently is limited by the number of session

licenses you have. Session licenses are shared by Remote users

and you can buy more at any time. When using FirstClass in an
education environment, parents must be Remote users.

For information on all license purchases, contact your Centrinity
sales representative.

For licensing instructions, see FirstClass Tools Reference.

Both Regular and Remote users can connect using any protocol.
Access method does not affect the class of user or the type of user
license required. A Regular user logging in from home with a
modem will be accepted as a Regular user and will use a regular
user license. A Remote user logging in over a local network will
be accepted as a Remote user and will use a session license. No
matter how you connect, you use the licensing appropriate to
your class.

FirstClass 7 Administrator's Guide Education Edition 17
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Introduction

Now that you understand sessions, classes of users, and user
licenses, we can look at how Regular and Remote users are
treated slightly differently:

A Regular user can always log in if a network session is
available. (Remember, a Regular user has a regular user
license that was purchased specifically for him, and the
number of network sessions is limited by the level of licensing
you purchased (regular or MP option), and your hardware.)

A Remote user can only log in if a network session is available
and there is an unused session license available. (Remember,
a Remote user shares a number of session licenses with all
other Remote users, and the number of network sessions is
limited by the level of licensing you purchased (regular or MP
option), and your hardware.)

Consider the following scenario:

You have 50 teachers and staff and 1000 students who have
regular licenses and are defined as Regular users on their User
Information forms.

You have 2000 parents who are defined as Remote users on
their User Information forms.

You have 30 session licenses.

You have 200 network sessions defined.

Under this scenario, you could have the following possible
situations:

All 50 of your teachers and staff are logged in, and 150
students are logged in. No parents will be able to log in since
all network sessions are in use.

30 parents are logged in. Only 170 teachers, staff or students
will be able to connect.

20 parents are logged in. Only 180 teachers, staff and
students will be able to connect.

150 teachers, staff and students are logged in. Only 30
parents will be able to connect. Even though there will be
network sessions available, the parents (Remote users) can
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only connect if a session license is available and there are only
30 of those.

We will use an analogy to explain this concept. Consider your
system as a power bar:

Regular user licenses are like two-pronged plugs. When you buy
a new license, you get a plug to connect to your server.

Remote users are like three-pronged plugs. Your server comes
with an unlimited supply of these plugs, but you need an adapter
to fit them into your power bar.

The outlets in the power bar represent the network sessions. You
can increase the number of sessions by adding power bars. The
number you can add is limited by the capacity of your electrical
system — or in the case of your server, the amount of memory
and disk space you have. In the following example, you have
Regular users (two-pronged plugs) plugged into your network
sessions (outlets on the power bar).

OORRRRY

In the next example, you have purchased some session licenses.
This converts some of your network sessions (outlets) so they
can support Remote or Regular users (three-pronged or two-
pronged plugs). Note that Remote users can only take as many
slots as you have session licenses.
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Even if only two Regular users (two-pronged plugs) were
connected, the Remote users could still only use the three
licenses (three-pronged outlets) available to them. However, the
Regular users can use any network session (outlet).

TR
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Before you start adding users to your system, you should take
some time to think about how they will use the system and what
you want them to do or not do. You need to think about the
different groups of users you’ll have, their needs, your system
needs (like performance and security), and your system
limitations (like disk space, memory, and number of sessions).

Once you understand what your users need and what your limits
are, you can start considering how FirstClass can meet those
needs. Here we’ll be looking at the communications and
information sharing needs of users — probably the most
significant use they’ll be making of your system. We will
introduce the privileges, permissions, and Model Desktop
features of FirstClass. Privileges let you control a user’s access to
FirstClass features and the FirstClass Directory. Permissions let
you control who uses conferences and calendars and how they
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use them. Model Desktops let you control what users will see
when they log in.

This section is merely an introduction to the concepts we will
discuss in detail later. The examples we’ll be walking through in
the planning and creating sections of this book are relatively
simple, but they contain the basics that you'll need no matter
how complex your system. By combining these basics in
different ways, you’ll be able to create quite sophisticated
structures.

Your organization probably already has groups defined. For

example, the groups of people who will use your system might

be Faculty, Administrators, Students, and Parents. You might

also group them based on the department they are in or the

building where they are located. Some people might belong to

more than one group — for example, members of the

Administrators group might also be members of the Faculty

group. Whatever group structure you choose, it should reflect

the logical divisions within your school’s organization and how 3
those divisions are reflected in privileges.

If there is no existing structure in your organization, think about
the kinds of people who will be using your FirstClass system and
their particular communication needs. Find the common factors,
and establish a suitable name for each group of people.
Determine how you want your system to meet the needs of each
group.

Once you have such a structure in place, you can assign
privileges to the groups rather than to the individual users. This
process provides you with two advantages:

 It’s easier and more efficient to set the privileges for a user
group and then add users to that group than it is to set
privileges individually for each user.

* You can be sure that all users in a specific user group have the
same privileges. You'll probably need this kind of consistency
since all users in, for example, the same department will need
the same privileges.
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Note Privileges can be overridden at the user level, if
required.

In Chapter 7, “Understanding groups, organizational units, and
privileges”, we will discuss how to define groups and
organizational units. We will also learn about setting privileges
at the group level. In Chapter 9, “Understanding Directory
filtering”, we will learn about using Directory filters to make
your system secure and to allow user groups to